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Overview 

 
Medicaid and FAMIS cover the following health-related direct services provided by 

school division providers: 

 

¶ Speech Language Pathology 

¶ Occupational Therapy 

¶ Physical Therapy 

¶ Nursing 

¶ Psychology 

¶ Audiology 

¶ Medical Evaluation 

¶ Personal Care 

¶ Specialized Transportation (please see separate guidance on the details of 

the process for claiming reimbursement for transportation services) 

 

Final reimbursement for these services is determined by the IEP Related School Based 

Direct Services Cost Report.  DMAS pays 95 percent of the federal share of the certified 

costs for these services.  If school divisions do not complete a cost report, they will be 

responsible to refund any interim payments.   

 

Direct Service Interim Claims  

Submit all interim claims for dates of service in the fiscal year by March 15th of the 

following year. All Medicaid covered services provided to Medicaid, Medicaid 

Expansion or FAMIS recipients, by qualified Medicaid practitioners, whose costs are 

included on this cost report must be documented as required by Medicaid, meaning that 

interim claims must be submitted and paid through the Medicaid Management 

Information System (MMIS) for all services. 

 

Cost Collection 

Accrue costs for the school year in the manner approved for the DOE annual school 

report. 

 

Quarterly Personnel Costs  

All salary and fringe benefit expenditures for staff included in the Random Moment Time 

Study (RMTS) in both of the cost pools for Direct Service personnel which are submitted 

to the DMAS contractor (UMass) for school division Administrative Activity Claims 

(AAC) will be automatically pre-populated into each school divisionôs cost report, 

provided that the quarterly Administrative claim data was submitted and certified by 

October 15th.   

 

Or, for any quarters where the AAC claim has not yet been submitted and certified, 

UMass will pre-populate the cost report with all qualifying personnel data (names, 

employee ID numbers, job descriptions and funding percentages) from the Random 
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Moment Time Study (RMTS) participant list data for both of the cost pools for Direct 

Service personnel for each quarter.  School divisions will need to add salary and fringe 

benefit costs for these staff members in the cost report system.  (See the Employee Costs 

ï Direct Medical Services section beginning on page 15 for further instructions.) 

Contractor costs can also be added to your cost report. (See page 35 for further 

instructions related to contractors). 

For the cost report, include only: 

¶ DMAS qualified practitioners, 

¶ Direct service personnel working under the direction of Medicaid qualified 

practitioners, and 

¶ Clerical personnel responsible for medical billing. 

 

Note:  For salary and fringe benefits to be eligible for inclusion in the cost report, 

personnel must have been included in either the RMTS óNursing, Psychological & 

Medical Servicesô or óTherapy Servicesô participant pools. For additional details and 

exceptions to this rule allowed by DMAS, refer to Appendix B. 

 

Track funding sources for personnel so that only costs funded by state and local dollars 

are carried forward as potentially reimbursable costs.  Track separately state and local 

funds that are a required match for a federal grant as these funds are not eligible for 

reimbursement. The percentage of salary that is being used as the required match for a 

federal grant should be reported under the óOtherô funding source category with the 

description of the óotherô funding indicating that it is local match funds.  Exclude any 

personnel that are funded 100% by federal dollars. 

 

Non-Personnel Costs  

Costs incurred during the fiscal year for materials and supplies, employee travel expenses 

and capital may be reported.  These costs must be consistent with OMB Circular A-87 

and should only include costs that are 100% attributable to direct medical services.  

Exclude any costs that are part of the unrestricted indirect cost rate, funded by federal 

grants or that are required state or local matches on federal grants. 

 

¶ Materials and Supplies are allowable if used exclusively for the delivery of 

health care services.  Please refer to Appendix A for the list of materials and 

supplies that may qualify.  Only materials and supplies used in Medicaid 

covered services for which the school division is including 

personnel/contracted provider costs can be included.  

 

¶ Employee Travel Expenses are allowable for costs incurred by the school 

division for staff travel to deliver health care services.  School divisions must 

maintain a mileage log that clearly identifies mileage associated with the 

delivery of health care services and other uses by personnel/contracted 

providers whose costs are included in the cost report (trips do not have to be 

for a student with an IEP specifically, just health care delivery).  School 

divisions may calculate the cost by using the IRS mileage rate in effect at the 

time or by prorating the cost of operating the vehicle based on mileage. 
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¶ Capital Costs are allowable if used exclusively for the delivery of health care 

services.  Capital costs should be depreciated if the value is over $5,000 and 

the estimated useful life is at least two years.  School divisions must use the 

depreciation schedule to record all capital items. Copies of the purchase 

invoices are required to be uploaded into the Cost Report system (see 

instructions in Capital Costs section of this guide beginning on page 39).    

School divisions should use a straight line method of depreciation. All capital 

items with a useful life will be carried forward from the previous fiscal year. 

 

Only capital equipment used in Medicaid covered services for which the school division 

is including personnel/contracted provider costs can be included.  

 

 

 

 

Eligibility Percentages 

School Divisions will count the number of students with IEPs on December 1 of the 

fiscal year of the cost report who are eligible for Medicaid, Medicaid Expansion or 

FAMIS at the same time as the certified child count of special education students and 

enter these statistics into the Cost Report system.  The cost report system will calculate 

the percentages of students in each eligibility category compared to the total number of 

students with IEPs, regardless of parental consent, at the time of the December 1 child 

count. (See instruction guide School Division Information section beginning on page 10 

for further details). 

 

The medical records of all the Medicaid, Medicaid Expansion or FAMIS students with 

parental consent counted in the eligibility statistics are subject to audit. 

 

 

 

 

 

 

Determining Medicaid Eligibility Status 

School Divisions have three options for determining the Medicaid, Medicaid Expansion 

or FAMIS eligibility status of their special education students. 

 

Option 1: School Divisions may utilize the Student Medicaid Eligibility Matching system 

provided by UMass on behalf of DMAS.  This system allows a school division to upload 

a file which includes their special education students certified as of December 1 of the 

fiscal year, and the automated system will provide the eligibility status of each child.  For 

further information about using the UMass Student Medicaid Eligibility Matching 

system, please contact UMass at 1-800-535-6741 or RMTSHelp@umassmed.edu. This 

requires a Data Management/Security Agreement between the LEA and UMass. 

 

Note: This is a crucial factor throughout the cost report as it will 

determine what percent of the school divisionôs total personnel and 

material/capital costs is acceptable for Medicaid reimbursement. 

Note: The school division may elect not to submit non-personnel 

costs. 

mailto:RMTSHelp@umassmed.edu
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Option 2:  DMAS generates a quarterly eligibility report of all Medicaid, Medicaid 

Expansion or FAMIS recipients ages 3 thru 22 living in the school division geographical 

area as well as surrounding geographical areas. 

 

 

 

 

 

The reports are based on eligibility on September 1, December 1, March 1 and June 1.  

The reports have the following information: 

 

Name 

Medicaid ID 

Social Security number 

Address 

Birthdate 

Gender 

Program (Medicaid, Medicaid expansion or FAMIS) 

Parental Consent (Yes or No) 

MCO assigned 

 

To utilize either Option 1 or 2, School divisions are required to sign a Business Associate 

Agreement. For further information on this agreement, contact DMAS at 804-371-2446 

or Chandra.Shrestha@dmas.virginia.gov. 

 

Random Moment Time Study 

School divisions seeking reimbursement for the cost of services specified above must 

participate in the time study during the October-December, January-March and April-

June quarters.  All staff involved in the delivery of direct medical services (except 

contractors) must participate quarterly in the time study. 

 

Contractors who perform Medicaid eligible medical services are not included in the time 

study and none of their costs are included in the administrative claim.  All of their costs 

are included in the direct services cost report and are not discounted by the direct services 

time study percent.  

 

Contractors who do not perform Medicaid eligible medical services are included in the 

time study and the administrative claim.  For further details and instructions regarding the 

RMTS contact UMass at RMTSHelp@umassmed.edu or 1-800-535-6741. 

 

The cost for Contracted Billing Vendors/Agencies may be included in the direct services 

cost report only if the division does not pay the vendor a contingency fee that is based on 

a percentage of the divisionôs reimbursement.  

 

Note: DMAS only allows School Divisions to match with Option 1 

or Option 2 when determining eligibility statistics and BCR 

population. School divisions cannot mix matching methods. 

mailto:Chandra.Shrestha@dmas.virginia.gov
mailto:RMTSHelp@umassmed.edu
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Combining the Direct Medical Services and Transportation Cost Reports 

School Divisions will submit both their Direct Medical Services costs and their 

Transportation Costs (if applicable) in one combined cost report.  The schedule for 

opening the cost reports, submitting all cost data, submitting Certification of Public 

Expenditure letters, and settlement and payment is the same for both components of the 

cost reports. 

 

Opening the Cost Reporting System 

UMass will send an email with the instructions for completing the annual cost report via 

the web-based system to school divisions by October 30 each year. 

 

Filing Deadline and Certification 

School divisions will complete their cost reports online by November 30.  The school 

division superintendent or his authorized designee will certify costs annually using the 

Certification of Public Expenditure form (see sample on page 54) which will be 

generated from the cost report system after all data has been submitted.  School divisions 

should submit signed certification letters, printed on School Division letterhead to: 

 

University of Massachusetts Medical School 

School-Based Medicaid Program 

333 South Street 

Shrewsbury, MA 01545 
 

Signed Certification of Public Expenditure letters will be sent to school divisions via 

email in early April, after final settlements have been calculated. Cost reports will be 

processed for disbursement in the order in which the signed certification letters are 

received by UMass. 

 

Cost Settlement and Payment Reconciliation 

On behalf of DMAS, UMass will settle cost reports within six months of the date the cost 

report is submitted online. 
 

If the payment reconciliation indicates that costs are in excess of interim payments, 

DMAS will pay the difference in the next remittance.  If interim payments exceed costs, 

DMAS will recoup the overpayment using one of the following methods: 

 

1. Offset all future claim payments from the school division until the amount of the 

overpayment is recovered; 

2. Recoup an agreed upon percentage of the overpayment to ensure recovery within 

one year; or 

3. Recoup an agreed upon dollar amount from future claim payments to ensure 

recovery of the overpayment within one year. 

 

The school division may also choose to request a direct payment to DMAS. 
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Interim Payments 

DMAS will make interim payments during the school year based on claims submitted 

and approved for payments.  DMAS will work with school divisions to recommend an 

appropriate interim rate for claims paid during the first two years of participation in direct 

medical services claiming.  School divisions may elect to receive reduced interim 

payments by submitting charges for services below the maximum interim rate.  This will 

not affect final reimbursement but will prevent overpayment.  The school division should 

not bill in excess of the cost to provide the service. 
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Completing the Cost Report in the Web-Based System 

 
A. Designate staff to have access to the Cost Report System 

Designate appropriate school division staff to access the web-based system and complete 

the cost report on behalf of the school division by completing the Cost Report Designee 

form (see sample form in Appendix C).  Completed forms should be e-mailed to UMass 

at RMTSHelp@umassmed.edu  or faxed to 508-856-7643. 

 

Designated staff will receive e-mail notification from UMass when the school divisionôs 

cost report is ready to be completed.  The cost report will be pre-populated with quarterly 

AAC and RMTS data and may be accessed from any computer with internet access. 

 

B. Logging In/Accessing the web-based Cost Report System 

Log in instructions will be sent via e-mail to the designated staff.  Log in to the cost 

report system with the User ID and password to submit the school divisionôs data.  The 

website URL for the web-based cost report system is: 

 

 https://cbe-cr.chcf-umms.org 

 

 
 

Click here to re-set 

password 

https://cbe-cr.chcf-umms.org/


 

Page 10 of 65 

C. Cost Report Dashboard:   

When first logging in, the óCost Report Dashboardô will be displayed, which provides an 

overview of the cost report fiscal year, cost report type (original vs. amendment), current 

status of the cost report, and when it was last updated. Click on the school division name 

to access the cost report.   

 

 

 

 

 
Example Cost Report Dashboard: 

 
 
 

 
D. Summary Page:   

The Summary Page will be displayed, which allows the user to navigate to any section of 

the cost report.   

 

Example Summary Page: 

 
 
 

Click on the School Division name 

to open the cost report 

Note:  Access to school division cost report is granted only to the designated staff. 

For users who will be completing cost reports for more than one school division, 

all school divisions for whom that user has been designated will be listed on this 

summary screen. 
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School Division Information Section 

 
A. School Division Information Section:   

Navigate to óSchool Division Informationô from the Enter/Edit Data drop down menu. 

 
Example of Enter/Edit Data drop down menu: 

 
 
Or click on the Title of the Cost Report Section to navigate to that section: 

 

 
 

B. Complete the School Division Information section: 

Review, enter, or edit the following data.  All fields indicated with a red asterisk (*) 

are required to be completed. 

¶ School Division Name 

Highlight selection from the drop 

down menu.  A pop-up description 

will appear to confirm the menu 

option highlighted. Click on 

highlighted choice. 
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¶ Address 

¶ Address Line 2 

¶ City, State and Zip Code 

¶ Name of Superintendent 

¶ Name of Finance Director 

¶ Phone Number of Finance Director 

¶ Email Address of Finance Director 

¶ Cost Report Preparer Name 

¶ Cost Report Preparer Email Address 

¶ Cost Report Preparer Phone Number 

 
Example School Division Information Screen (top section): 

 
 
C. Complete the Direct Medical Services - Eligibility Percentages 

Enter the school divisionôs special education student statistics as of December 1: 

¶ Total Students with IEP (DOE certified Special Education count will be 

pre-populated) 

¶ Medicaid students with IEP 

¶ Medicaid Expansion students with IEP 

¶ FAMIS students with IEP 

¶ Please note that the sum of the 3 Medicaid categories (Medicaid, 

Expansion and FAMIS) should NOT equal the Total Special Education 

Student count. Also, the 3 eligibility categories are mutually exclusive, so 

Expansion and FAMIS students should not be counted in the óMedicaidô 

category also. 

 
 

The Unrestricted 

Indirect Cost Rate 

provided by the 

Department of 

Education will be     

pre-populated. 
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Example of School Division Information section (middle of page): 

 
 

D. Complete the Special Education IEP Trip Data:  (If Applicable)  

Enter the Special Education IEP Trip Data in the bottom section of the School Division 

Information page for all one-way trips riding the Specialized Transportation Bus. 

 

Enter the total number of one-way specialized bus trips provided to Medicaid, Medicaid 

Expansion, FAMIS and Total students (total students means everyone who took a one 

way trip on the specialized bus, even students who are not Medicaid or on an IEP). 

Medicaid, Medicaid Expansion and FAMIS trips are automatically pulled from 

transportation claims submitted by your school division and paid by DMAS. These 

claims are updated monthly.  

 

School Divisions must record their transportation data using the Special Education 

Transportation Trip Log (found on the DMAS website at this address: 

http://www.dmas.virginia.gov/Content_pgs/pr-sbs.aspx) 

 
Example of School Division Information section (bottom of page): 

 

 

 

 

 
E. Complete the Bus Total Data: (If Applicable)  

Enter the Bus Total Data at the bottom of the School Division Information page in order 

to calculate the portion of costs of shared resources that can be allocated to specialized 

transportation. 
 

The system will calculate 

the percentages based on 

the data entered. 

The system will calculate 

the percentages based on 

the data entered. 

You may choose to not file 

for transportation by 

clicking this check box. 

http://www.dmas.virginia.gov/Content_pgs/pr-sbs.aspx
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For example, if you are including costs for mechanics who work on all of your buses, 

only that portion of their salary costs that can be allocated to Specialized transportation 

vehicles may be claimed.  In this section, enter the total number of specially equipped 

vehicles and regular vehicles owned by the school division.  The resulting percentage can 

then be applied to the cost of your mechanics, fuel, parts, insurance and any other non-

specifically identifiable costs for transportation. 

 

If the school division is not claiming Transportation Costs, please check the ñWe will not 

file for Transportation-related Cost Reimbursementò box. 

 

 
 

 

Example of School Division Information section (bottom of page): 

 
 

 

 

 

 

 

 

 

 

 
Example of óSaveô and óCompleteô buttons from lower right corner of worksheet: 

 
  

The system will 

calculate the 

percentages based 

on the data entered 

IMPORTANT:   You must óSaveô or óCompleteô this worksheet prior to moving on to 

other sections so as not to lose your work. 

 

¶ Save your data if you have not completed everything on the School Division 

Information Worksheet and need to come back to it later, or 

 

¶ Complete this worksheet if all data is submitted and accurate and you have 

finished all sections of the School Division Information Worksheet. 
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F. Continue to the next Section:  

After saving the School Division Information worksheet, navigate to the next worksheet 

by accessing the óEnter/Edit Dataô drop down menu from the top of the page: 

 

 
 

     

The icons indicate the 

status of each worksheet 

ï green check mark 

means complete! 
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Employee Costs-Direct Medical Services 

 
A. Employee Costs ï Direct Medical Services Section:   

Navigate to óEmployee Costs ï Direct Medical Servicesô worksheet from the Enter/Edit 

Data drop down menu. 

 

Example of Enter/Edit Data drop down menu: 

 
 
Or click on the Title of the Cost Report Section to Navigate to that section: 

 
 

 

B. From the óEmployee Costs ï Direct Medical Servicesô screen: 

¶ View personnel salary and fringe benefit costs.  For quarters where the school 

division completed and certified the AAC by October 15th, this data will be pre-

populated.  View the pre-populated data and determine if any changes or 

additions are needed. 

¶ Edit personnel salary and fringe benefit costs.  Make any necessary changes to 

data from the AAC claims from this worksheet. 

¶ Add new personnel salary and fringe benefit costs.  Any personnel who need to be 

added to the cost report can be added using this worksheet.  

¶ Delete personnel for whom costs should not be included in the cost report. 

Highlight selection from the drop 

down menu.  A pop-up description 

will appear to confirm the menu 

option highlighted. Click on the 

highlighted choice. 
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Example of Employee Costs ï Direct Medical Services:  

 
 
 
 

C. Entering & Editing Salary and Fringe Benefit Costs: 

Enter/Edit Salary and Fringe Benefit costs for Direct Medical Services employees using the 

óEmployee Costs ï Direct Medical Servicesô screen. 

 

Information should be included for each employee who provides direct medical services to 

special education students pursuant to an IEP.  Exclude any personnel who are funded 100% 

by federal dollars, who do not meet the Medicaid provider qualifications (unless providing 

assistance to qualified personnel) or for whom the school division does not wish to claim 

reimbursement. 

 

Data is separated by quarter.  Depending on if and when your school division submitted and 

certified quarterly AAC claims, each quarter will fall into one of two scenarios: 
 

Scenario One:  AAC claim was submitted and certified by October 15 and salary and 

fringe benefit data has been pre-populated. 

 

Scenario Two:  No AAC claim data was available; therefore, the school division RMTS 

participant data has been pre-populated. 

 

D. Verify & Edit Pre-Populated Cost Information:   

Complete steps to submit data for any quarters which fall into Scenario One:  AAC claim was 

submitted and certified by October 15 and salary and fringe benefit data has been pre-

populated: 
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¶ Verify the salary and fringe benefit data is accurate and complete by: 

o Viewing the data on the screen, or 

o Exporting the data to an Excel workbook 

 

Example of Excel Export on the Employee Costs ï Direct Medical  

Services screen  

 
 
 

 

¶ Edit/Change any data, if necessary.  Select an individual for whom costs need to be 

added or corrected by,  

o Selecting an individual staff member and editing their cost data 

o Editing their cost data as needed on the óEdit Employee Direct Medical Services 

Costsô detail screen. 

 

Example of Employee Costs ï Direct Medical Services worksheet: 

 

 
 

 

 

 

 

Click on the Excel icon in the upper right 

corner of the screen to download an Excel 

report of the quarterly salary and fringe benefit 

data in the cost report. A pop-up description 

will appear when the mouse is over the correct 

icon. 

Choose quarter first.  

The quarter in grey is selected. 

Select the 

employee by 

clicking on their 

name to view their 

detail cost data  

Note:  For your convenience, the óEdit Employee Direct Medical Services Costsô detail 

screen displays all 4 quarters at once for the selected employee.  Any changes made to 

any quarterôs costs on this screen will be appropriately saved to the correct quarter. 
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Example of óEdit Employee Direct Medical Services Costsô detail screen: 

 
 

 

 

 

 
E. Excel upload file  

If several changes need to be made, an Excel file of the quarterly data may be exported 

and used to make the necessary changes, then uploaded. 

 

Export a file of all personnel costs for the quarter by choosing the quarter from the top 

right corner of the screen, and then click the Excel icon. 

 

 

Tip:   Donôt forget to óSaveô your changes before 

leaving the screen.  óCancelô will exit the screen 

without saving your changes. 
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Example of Excel Export on the Employee Costs ï Direct Medical Services screen (upper 

right corner): 

 
 

Example of Quarterly Employee Costs exported file:  

 

 
 

Make any necessary changes to the personnel costs in the file and save it in your 

computer. Upload the quarterly personnel costs file from the Employee Costs ï Direct 

Medical Services screen (upper right corner): 

 
 

 
 

 

Browse for your file on your computer and click on óuploadô: 

 
 

Click on the Excel icon in the 

upper right corner of the screen to 

download an Excel report of the 

quarterly salary and fringe benefit 

data in the cost report.  

Choose the quarter first. The 

quarter in grey is selected. 

Click on the Upload icon in the upper 

right corner of the screen to upload the 

Excel fi le of quarterly salary and fringe 

benefit data. A pop-up description will 

appear when the mouse is over the 

correct icon. 

Choose your quarter first. The 

quarter in grey is selected. 
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When the upload is complete, a confirmation message will appear.  Click on óCloseô to 

return to the main screen: 

 
 
 

 

F. Deleting Employee Costs 

From the óEmployee Costs ï Direct Medical Servicesô worksheet, click on the red óXô to 

delete the selected employee. 

 

Example of óEmployee Costs ï Direct Medical Servicesô worksheet: 

 
 

 

If deleting a person from the ótotalsô page, a prompt will appear to confirm that you wish 

to delete the data for the selected employee from all quarters: 

 

 
 

 

Click on the óXô 

next to the 

employee you wish 

to DELETE from 

the cost report 

Note:  There is 

no file naming 

convention 

specified for 

upload files.  

The only 

requirement is 

that the file must 

be a Microsoft 

Excel file. 
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If deleting an individual from quarterly pages, a prompt will appear to choose whether to 

delete the employee from only the selected quarter, or from all 4 quarters: 

 

 
 

G. Adding a new employee and staff costs 

To add new staff who were not included in the AAC claim or RMTS participant pool, 

click óAdd New Employeeô at the top/center of the óEmployee Costs ï Direct Medical 

Servicesô worksheet:  

 

 
 

The Employee Information screen will appear. Enter the First Name, Last Name, Hire 

Date and Employee ID Number (must be unique).  

 

 

 

 

 

Add the funding percentages and cost data by quarter for this employee.   

Funding Percentages (Total must equal 100%): 

¶ State/Local %: Enter the percentage of employeeôs salary that is funded by 

state/local funds.  Exclude any state/local funds that are a required match for 

federal grants.  

¶ IDEA %:  Enter the percentage of employeeôs salary that is funded by IDEA 

funds. 

¶ Fed Funds %:  Enter the percentage of employeeôs salary that is funded by 

other federal funds (excluding IDEA funds). 

¶ Other Funding (Specify):  If employee cost is funded by any other source, 

enter funding source name/description.  Use this field for state/local funds that 

are a required match for federal grants 

¶ Other Funding %: Enter the percentage of employeeôs salary that is funded by 

the other source specified above.  Use this field for state/local funds that are a 

required match for federal grants. 

Note:  Please see Appendix B for details regarding the óHire Dateô field and how it is used 

in relation to determining whether a staff memberôs quarterly salary and benefit costs can 

be included in the cost report when they were not included in RMTS for the quarter. 
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Salary and Benefits: 

¶ Quarterly Salary:  Enter amount of salaries paid for each employee. 

¶ Employer Retirement Contribution:  Enter amount of employer retirement 

contribution for each employee. 

¶ Group Health Insurance ï Employer: Enter amount of employer paid group 

health insurance for each employee. 

¶ Dental - Employer: Enter amount of employer paid dental insurance for each 

employee. 

¶ Medicare Tax ï Employer: Enter amount of employer paid Medicare tax for 

each employee. 

¶ FICA - Employer: Enter amount of employer paid Social Security tax for each 

employee. 

¶ Other Benefits: Enter amount of other benefits paid by employer. 
 

Example of Employee Information Screen: 

 

 

 

 
 

 
 
 

Note:  For your convenience, the óEmployee Informationô detail screen displays all 4 quarters 

at once for the new employee.  Any additions made to any quarterôs costs on this screen will 

be appropriately saved to the correct quarter. 

 

Note: Copy data from one quarter to the subsequent quarter by clicking óCopy from Prior 

Quarterô, then edit as required: 
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Confirmation that changes have been saved will be displayed in a green box in the center 

of the screen as shown below: 

 

 
 
H. Adding staff costs to current employees 

If AAC claim data was not submitted by October 15th, the school division RMTS 

participant data is pre-populated in its place. Complete necessary steps to add employee 

cost information to quarters with no pre-populated data. ). 

 

Be sure to óSAVEô the data. 
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Export the list of personnel who participated in the quarterly RMTS from the system by 

choosing the quarter from the top right corner of the screen, then click on the Excel icon.  

Add salary and fringe benefit costs for the quarter.. 

 
Example of Excel Export on the Employee Costs ï Direct Medical Services screen (upper 

right corner): 

  
 

 
Example of Quarterly Employee Costs exported file:   

 
 

 

 

 
Add the salary and fringe benefit costs for each staff member and save the file on your 

computer. 

 

Upload your quarterly personnel costs file from the Employee Costs ï Direct Medical 

Services screen (upper right corner): 

 

Click on the Excel icon in the 

upper right corner of the screen to 

download an Excel report of the 

quarterly salary and fringe benefit 

data in the cost report. A pop-up 

description will appear when the 

mouse is over the correct icon. 

Choose your quarter 

first. The quarter in grey 

is selected. 

Note:  There is no file naming convention specified for upload files.  The only 

requirement is that the file must be a Microsoft Excel file. 
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Browse for your file on your computer and click óuploadô: 

 
 
When the upload is complete, a confirmation message will appear.  Click óCloseô to 

return to the main screen: 

 
 
Complete the section by clicking on the óCompleteô button in the lower right corner of 

the óTotalsô page. 

 
 

Click on the Upload icon in the 

upper right corner of the screen to 

upload the Excel file of quarterly 

salary and fringe benefit data. A 

pop-up description will appear 

when the mouse is over the correct 

icon. 

Choose your quarter first. The 

quarter in grey is selected. 

IMPORTANT:   You must óCompleteô this 

section if all data is submitted, accurate and 

you have finished this section of the cost 

report. 
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Employee Costs-Transportati on 

 
A. Employee Costs ï Transportation Section:   

Navigate to the óEmployee Costs ï Transportationô worksheet from the Enter/Edit Data 

drop down menu. 

 
Example of selecting óEmployee Costs ï Transportationô from the Enter/Edit Data drop 

down menu: 

 
 

Or click on the Title of the Cost Report Section to Navigate to that section: 

 

 
 

 

 

 

Highlight a selection from 

the drop down menu, a 

pop-up description will 

appear to confirm the 

menu option you have 

highlighted. Click on your 

choice. 
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The óEmployee Costs ï Transportationô section has no pre-populated information, 

therefore, there is no data to display. 

 

Example of óEmployee Costs ï Transportationô Section: 

 
 

B. Adding a new employee and staff costs 

Add employees and their costs to this section by clicking on óAdd New Employeeô at the 

top/center of the óEmployee Costs ï Transportationô worksheet: 

 
 

The Employee Information screen will appear. Enter First Name, Last Name and 

Employee ID Number (must be unique).  

 

¶ Indicate Yes/No to the question: Directly Allocated to Specialized 

Transportation? 

¶ ñYesò if you have already reduced the employeeôs salary to the 

percentage of time they spend working on special education 

transportation, or 100% of their time is spent on special education 

transportation. 

¶ ñNoò if you would like the system to calculate the percentage of time 

the employee works on special education transportation using the ratio 

of regular buses to special education buses for you (ratio located on 

School Division Information page). 

 

Add the funding percentages and cost data for the employee.   
Funding Percentages (Total must equal 100%): 

¶ State/Local %: Enter the percentage of employeeôs salary that is funded by 

state/local funds.  Exclude any state/local funds that are a required match for 

federal grants.  

¶ IDEA %:  Enter the percentage of employeeôs salary that is funded by IDEA 

funds. 

¶ Federal Funds %:  Enter the percentage of employeeôs salary that is funded 

by other federal funds (excluding IDEA funds). 

Note: 

Transportation 

employee data 

is reported as 

annual totals. 



 

Page 29 of 65 

¶ Other Funding (Specify):  If employee cost is funded by any other source, 

enter funding source name/description.  Use this field for state/local funds that 

are a required match for federal grants. 

¶ Other Funding %: Enter the percentage of employeeôs salary that is funded by 

the other source specified above.  Use this field for state/local funds that are a 

required match for federal grants. 

 

Employee Costs: 

¶ Annual Salary:  Enter amount of salaries paid for each employee. 

¶ Employer Retirement Contribution:  Enter amount of employer retirement 

contribution for each employee. 

¶ Group Health Insurance ï Employer: Enter amount of employer paid group 

health insurance for each employee. 

¶ Dental - Employer: Enter amount of employer paid dental insurance for each 

employee. 

¶ Medicare Tax ï Employer: Enter amount of employer paid Medicare tax for 

each employee. 

¶ FICA - Employer: Enter amount of employer paid Social Security tax for each 

employee. 

¶ Other Benefits: Enter amount of other benefits paid by employer. 

 
Example of Transportation Employee Information Worksheet: 
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Complete the section by clicking on the óCompleteô button in the lower right corner of 

the óTotalsô page. 

 

 
 
 
 

 

IMPORTANT:   You must óSaveô this section 

if all data is submitted, accurate and you have 

finished this section of the cost report. 
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Contractor  Costs-Direct Medical Services 

 
A. Contractor Costs ï Direct Medical Services:   

Navigate to the óContractor Costs ï Direct Medical Servicesô section from the Enter/Edit 

Data drop down menu 

 

Example of selecting óContractor Costs ï Direct Medical Servicesô from the Enter/Edit 

Data drop down menu 

 
 
Or click on the Title of the Cost Report Section to Navigate to that section: 

 

 
 

 

Example of óContractor Costs ï Direct Medical Servicesô section: 

Highlight the selection from the 

drop down menu, a pop-up 

description will appear to confirm 

the menu option highlighted. Click 

on the choice. 

Note: The 

Contractor Costs 

section does not 

contain any pre-

populated data. 
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B. Adding contractors 

Add contractors and their costs to this worksheet by choosing either of two methods: 

a) Individually enter each contractorôs information, or 

b) Upload a list of all contractors and their information 

 

a) To enter each contractorôs information individually, click on óAdd New Contractorô at 

the top/center of the óContractor Costs ï Direct Medical Servicesô worksheet: 

 
The óCreate Contractor ï Direct Medical Servicesô worksheet will appear. Enter 

the following information about the contractor: 

¶ Add/Edit/Delete Agency 

o If you have already created an agency the contractor works for, select 

the agency through the drop down. 

¶ To add an agency, fill in the Agency Name License Number (from the 

appropriate professional licensing board for this contractorôs profession) 

¶ License Type (selected from the drop-down list) 

¶ Last Name 

¶ First Name 

¶ Notes (you may type in any special consideration ónotesô here, up to 255 

characters.  This would be the appropriate place to indicate the name of 

the Agency or Company that an individual contractor works for that would 

be shown on paid invoices).   

 

Add the funding percentages and cost data for this contractor. 

Funding Percentages (Total must equal 100%): 

¶ State/Local %: Enter the percentage of contractor payment that is funded by 

state/local funds.  Exclude any state/local funds that are a required match for federal 

grants. 

¶ IDEA %: Enter the percentage of contractor cost that is funded by IDEA funds. 

¶ Fed Funds %: Enter the percentage of contractor cost that is funded by other federal 

funds (excluding IDEA funds). 

¶ Other (Specify): If contractor cost is funded by any other source, enter funding source 

name/description.  Use this field for state/local funds that are a required match for 

federal grants. 
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¶ Other %:  Enter the percentage of contractor cost that is funded by the óotherô source 

described in the óOther (specify) field above.  Use this field for state/local funds that 

are a required match for federal grants. 

Contractor Costs: 

¶ Quarterly Salary: Enter amount of payment for each contractor 

¶ Other Benefits:  Enter any other contractor payments  

 
Example of óCreate Contractor ï Direct Medical Servicesô screens: 

 

 
 

 

 

 
 

After adding a contractor, be sure to click óSave and close or óSave and add newô or Save, 

or óCancelô at bottom right corner of screen. 

 






























































